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I. Setting Up Adobe Reader DC for VRIMS in FIREFOX 

¶ Vital Records strongly recommends using Firefox as the default browser to access VRIMS. 

¶ Open FIREFOX and click on Tools and then Options. 

             or   

               

¶ In the Options window, under General, go to the Applications section 
 

 
 

¶ Scroll down to Portable Document Format (PDF) and select ά¦se Adobe Acrobat Reader 
(default)έ 

¶ Close Options Tab 
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II. Logging In and Out of the System/ Password Reset 

Log in to VRIMS directly from our website.  
https://www.healthvermont.gov/stats/vital-records/information-town-and-city-clerks  

¶ /ƭƛŎƪ ǘƘŜ ōƭǳŜ ά±wLa{ [OGhbέ ōƻȄ and the Windows Security  appears below.   

¶ Enter username and password and click OK. 

 

Figure 2-1. Windows Security Login Window. 

The VRIMS main page will open (see Figure 3-1). 

Logging Out 

¶ Click on the Logout button as seen in Figure 2-2. 

¶ ¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǎŀȅΣ άYou have been logged out. Please close the browser.έ 

 

Figure 2-2. Top Bar Navigation. 

Resetting your VRIMS password 

¶ Click on the forgot password link located below the VRIMS LOGON box. 

¶ Passwords expire every 180 days. We recommend you set a reminder on your calendar. 

¶ Passwords cannot be reset more than once within a 24 period. 

¶ Five unsuccessful attempts to log in to VRIMS will lock your account. Wait 30 minutes and try again.  

https://www.healthvermont.gov/stats/vital-records/information-town-and-city-clerks
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III. Printing Certified Copies of Birth and Death Certificates 

 

In order to print a certified copy or copies of a birth or death certificate dated January 1, 1909, and later, you 

will need to enter information from an application that has been completed by a person eligible to request a 

copy.   

To print a certified birth or death certificate, perform the following steps:   

¶ On the main page, click on the Print Birth Certificate or Print Death Certificate buttons as seen in 

Figure 3-1 below (Process for Birth and Death are the same except for where shown):  

 

Figure 3-1. Home Screen. 

¶ The Certified Request window will open. 

¶ Required Fields are indicated with a red Asterisk. 

ü Select from Certificate Type: Birth (or Death) Certified 

ü Enter Number of Copies 

ü Town of Birth for Foreign Born Adoption Indicator for Birth Certificates 
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o If certificate is a foreign-born adoption certificate, select checkbox for Foreign Born 

Adoption, otherwise enter the name of the Town of Birth.   

o See figure 3-2 below. 

 

Figure 3-2. Certified Request Screen. 

¶ Enter other required information and click Proceed. (Click Cancel to cancel this search and return to 

the Main screen.) 
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Figure 3-3. Search Screen for Record. 

¶ The search screen, figure 3-3, shows the items that were specified in the certificate request screen. 

¶ To search for the certificate click Find. 

ü When searching for death records, the user may also search by a date range 

¶ The application will return search results, as seen in Figure 3-4, or a message indicating that no 

records were found.   

ü If death record not found, remove date of death and search by first and last name. 

ü If the desired record was not found, go to Appendix 1: Printing Record Not Found Letter.   

 

Figure 3-4. Search Results found. 

¶ If the search does not produce the desired result, the user may click on New Search and the user will 

be presented with the search screen in Figure 3-3 above.  
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¶ Clicking on the Details link (birth certificates only) for a specific record will display the paǊŜƴǘǎΩ 

names. 

¶ If desired record is found, Click on the Certificate #. 

1) Once selected, the user will be taken to an Applicant Information screen. See Figure 

3-5.   

 

Figure 3-5. Applicant Information Screen. 

 

¶ LŦ ǘƘƛǎ ŎŜǊǘƛŦƛŎŀǘŜ Ƙŀǎ ōŜŜƴ ƛƴŘƛŎŀǘŜŘ ŀǎ ά5ƻ bƻǘ LǎǎǳŜΣέ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǇǊŜǎŜƴǘ ŀ ƳŜǎǎŀƎŜ ǎǘŀǘƛƴƎ ǘƘŀǘ 

this certificate cannot be issued. See Figure 3-6.  

2) Go to Appendix 2: Print Do Not Issue Letter.  

 
 

 

Figure 3-6. Do Not Issue warning message. 
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¶ Required Fields on the Applicant Information Screen are marked with a red Asterisk. 

¶ For Death Certificates only: if applicant is a Funeral Director, most information will be prepopulated 

ƛƴ ǘƘŜ ǎȅǎǘŜƳ ǿƘŜƴ ŀǇǇƭƛŎŀƴǘΩǎ ŦŀŎƛƭƛǘȅ ƴŀƳŜ ŀƴŘ ŀǇǇƭƛŎŀƴǘΩǎ ƴŀƳŜ ŀǊŜ ŎƘƻǎŜƴ ŦǊƻƳ ŘǊƻǇ Řƻǿƴ ƭƛǎǘǎΦ 

See Figure 3-5-2. 

 

Figure 3-5-2. Applicant Information Screen (Funeral Home Employee). 

¶ All required fields must be entered for the user to proceed to printing of the certificate.  

ü If application is incomplete, go to Appendix 3: Print Incomplete Applicant Letter.  

¶ Click Print Certificate to proceed to entering CPA numbers, see Figures 3-7.    

 



9 
 

 

Figure 3-7. Step 1 Print Certified Copy - Enter Multiple CPA Numbers (for multiple copies). 

 

¶ Enter CPA number (7-digit number, including leading zero, from back of security paper). 

o For multiple copies, enter first CPA number ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ά{Ŝǘ /t! bǳƳōŜǊǎέ ŦƻǊ ǘƘŜ ǎȅǎǘŜƳ 

to generate remaining sequential numbers 

¶ Click Proceed.  

¶ The screen in Figure 3-8 will appear.  

¶ Click Print. 

ü The certificate appears in separate .PDF window for printing, as seen in Figure 3-9.  

ü Print the document out of Adobe directly onto the CPA Paper. 

ü άXέ (close) out of the Adobe window to get back to VRIMS to complete the process. 

ü Click Printing Complete when certificates are successfully printed. 

1) If printing was not successful on any of the CPA sheets used, the user may click 

Return to CPA Numbers and print again. Go to Appendix 4: Return to CPA Numbers.    
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Figure 3-8. Step 2 Print Certified Copy-Generate PDF. 

 

 

Figure 3-9. Sample Certified Birth Certificate   

 



11 
 

IV. Printing Noncertified Copies of Birth and Death Certificates 

 

Noncertified copies of birth and death certificates dated on or after July 1, 2019, must be issued from VRIMS 

and noncertified copies of birth and death certificates dated between January 1, 1909, and June 30, 2019, 

may be issued from VRIMS.  A noncertified copy is printed on plain paper. The copy will contain a 

άbƻƴŎŜǊǘƛŦƛŜŘέ ǿŀǘŜǊƳŀǊƪ ŀƴŘ ŀ ǎǘŀǘŜƳŜƴǘ ǘƘŀǘ ƛǘ ǿŀǎ ƛǎǎǳed from the Electronic Birth Registration System 

(EBRS) or the Electronic Death Registration System (EDRS).   

To print a noncertified copy of a birth or death certificate, perform the following steps:   

¶ On the main page click on the Print Death Certificate or Print Birth Certificate button. 

¶ The Print Death Certificate or Print Birth Certificate window opens. 

¶ Required Fields are: 

ü Certificate Type - use the drop-down to select Noncertified.  

ü Number of Copies 

¶ Click Proceed. (Click Cancel to cancel this search and return to the Main screen.) 

 

 

Figure 4-1. Search Screen for Noncertified Death Certificate.  

¶ The screen reflected in Figure 4-1 shows the items that were specified in certificate request screen.  

ü If nothing was entered in the certificate request screen, theses boxes will be blank. 

¶ To search for the certificate the user must Enter at least two of the Name or Date variables, including 

date ranges (available for death certificates only).   

¶ Click Find. (Clicking Cancel returns the user to the Main screen).  

¶ The application will return with search results or a message indicating that no records were found.    
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Figure 4-2. Search Results found. 

¶ If desired record is found, Click on the desired Certificate #. See Figure 4-2. 

ü If initial search does not produce the desired results, the user may click on New Search and the 

user will be presented with the search screen in Figure 4-1. 

ü If this certificate has been flagged by the State Registrar ŀǎ ά5ƻ bƻǘ LǎǎǳŜέΣ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ 

present a message stating that this certificate cannot be issued (Figure 4-3). 

1) Click OK and the Applicant Information screen opens.    

2) Go to Appendix 2: Print Do Not Issue Letter.  
 

  

Figure 4-3. Do Not Issue warning message. 
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Figure 4-4. Applicant Information Screen (Non-Funeral Home Employee) 

 

¶ Applicant Information is not required for a noncertified copy. 

¶ Click Print Certificate to proceed (Figure 4-4).   

ü The certificate appears in separate .PDF window for printing, as seen in Figure 4-5. To Print, click 

on the print icon within Adobe.  
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¶ άXέ out of the .PDF document window to get back to VRIMS after printing. 

¶ Click on Printing Complete return to Start. 

Figure 4-5. Sample Noncertified Death Certificate 

 

 


